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APPLICATION FOR RECORDS RETENTION SCHEDULE |, QFTICE of Tie secaerany or state

RECORDS MANAGEMENT DlVlSION
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IN‘STRUCTlONS See Pubhcanon No. 76—RBM-1 for instructions on completlng this form, Forward sugned original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334,

Attent:on Schedulmg Section, : /
" FORAGENCY USE | 1. Agency Address - “FOR RECORDS MANAGEMENT USE |
Application Date ~ Office of Planning and Budget Application Number T
' - General Government Division . 7q | o 5
Apphwtlon Number o izga‘;:zf:iggzggiitrgggé 48W mﬁ;ée:r’e—d‘" Date Cornpieted
I I MAY 21978 [MAY 391979
2. Person to Contact Workmg Title Telephone Number
. Winford Poitevint - D:Lvision Director 656-4367
=3=._Action Rrec';uested—kﬁ ) S o - i T 7 ]
a. XX Estapusn Retention Schedule;: tecord will continue to accumulate
b. (O Dispose of present accumutation; no further accumutation anticipated.
¢._ [0 Amend Application No. . .. Check One: [ ChaMD Supercede; OO Void =~ ]
4, Dataes of Series 5. Records Series Title (followed by title used in office; if different]

Io. ¢ Annual Rate of Accumulation of Rerords

Earliest Latest . Documents File

FY 62 _L Present | Annual Appropriations Dlsbursement General Ledger & Supportlpg

6. Division and Office Function! Headed by a Director, the General Government and Protection of Persons
and Property Division performs all functions relating to budget analysis and policy planning
for the agencies of State Government responsible for administering state laws relating to
the protection of persons and property and for delivering services relating to general gov-
ernment activities. In addition to these functions which are shared with the other three bud-
get and planning divisions, the General Government Division performs the following unique
functions: prepares Budget Preparation Procedural Manuals to be used by all exectutive agen-
cies in the development of their budget requests; prepares Operating Budget Instructions and
forms to be used by all executive agencies in the processing of their Annual Operating Bud-
gets; maintains the Appropriation Ledger for all budget units (State Agencies) which includes
the issuance of Warrants against each State Agency's State fund appropriation; prepares the
format to be used by all budget analysts and planners in the budget meetings with the Gover-~
nor; and prepares all memorandums for distribution to all State Agencies.
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7. Reco:a Serzes Dewri;&on This file contains the following documents (mclude form numbers and trtfeé if any):
- Attach samples of the file. ;

Documents relating to: the process followed in alloting State funds to State Agencies

Included are:  the Annual Appropriations General Ledger which shows Legislature appropriations
to each budget unit; allotments  approved; Warrants issued (by number) and date
issued; reallocated balance; numbered Executive Orders for Governor's Emergency
Fund transfers; approved Revenue Refunds (all tax refunds). Also included are
the following supporting documents: Agency Budget Warrant copies, Revenue

- Refund Requests, Agency Quarterly Allotment Requests, & copies of numbered
. Executive Orders. :

Ledger is arrapnged chronologically

File is arrangee: Budget Warrants & Executive Orders are arranged numerically.

~ o
8. Monthly Reference Rate How often are records referred to which are: o
One to six months old —um; Seven © tweive rnonths old ____ .. _; Thirteen to twenty-four months oid ___,{‘.__ .
‘twenty-five months and older___ 2 - :

Letter-size drawers

; Legal-sizedrawers .. ;Shelves ___1 Other (specify) . S
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YES | NO | 10, Questionnaire (Place an_"“X*’ in the proper column) S B — .,,AJLM;-:“
X! a. lIs this the offucnal copy of the series? _1 1
- } M not.whereisit?_ . — . o
X b. Does the series contain fonfldentlal mformatlon requiring securltv handhng? lf yes, cite 1aw or regulatlcm\
[ Px 1 e tsthisavitairecords . T T e
| m'xb d. Does this series have historical or long term _re__s,earch value? ‘ ' o ___ém_ﬁ;___‘;
X e. When one or two documents in the file make it necessary to keep the entlre file for : a long period, c0uld these
U § _,.,_dqcum_nm scheduled separatelv? ]
-1 % 1_f. is the information contained in this series ever. published?” Ltygsganach _CORY., — ]
Is the information contained in this series ever analyzed and/or recorded in a summarized report?
| 5 R _Aljﬁyes_‘_amgb_@gy Annual State Audit Report ) ]
h, Is there a dupltcatlon of this series in your offlce orin another office or agency?

I x |} _ tves, where Information is duplicated in Comptroller General's Office and D.0.A.S.
| -,___.___._LJS_INLS&_IQS fagimaigc_mmnonﬁ_rggularly,mnqotﬂmgd?AkW e e m i N —
J X} i._Does the record serigs result in a computer printout? . . - — . —

1. Retentnon Requirements » The following requires the series to be kepf
a. State Law — . _years. d. Audit period e JYeETS,
b. Statute of limitation e . years. . Administrative need — R _._Years.
c. Federal law e m e e e Y@AFS., f. Federal retention instructions years.

Attach 6opy or excerpt of laws or regulations. Explain administrative need.

Provides historical record of appropriations, allotments and warrant issues on all
appropriation budget units in summary form. Should be kept for reference by the General
Government Division in prepéring‘historical reports.
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{12. Aporoved Dlsposltlon Instrucnons This agency sy recommends that the file sernes be cut off at the end of each:
‘0O Calendar Year; KX F:scal vear; O Other

e e e THEN,

O Hoid in the current filesarea . __month(s) ____2__. __ year(s); then nIo o
O Transfer to local holding area, hold — ... _._ year(s); then
£k Transfer to State Reoords Center; hoid _-“,3ﬁ_+‘;_year(s) ; then
® Destroy.: -2 :
C Transfer to State Archwes for permanent retention,
O Other (Specify) - '
These instructions apply to all prior and future accumulations of the series.

HeadlDes nga _,-_;ture} 4 . JDate - f_ar ﬁ;m;;i:Management Offwer ?.;Signa;re) ~Date ___

. Anidl A | 2 ] _g_,.zw] ot
State Records Committee (Signature) Date

Recommendations in para-
graph 12 are approved.
fif disapproved, attach letter

of explanation.) 2 _ - f' , " S~ -2 ":;..27:_.

T




